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Example content: 

 
Name 
Street Address 
Suburb State Postal Code 
 
 
 
Dear Name, 
 
We regret to advise that your employment contract is to be terminated on Termination Date 
(1 week from date of letter). This action is due to your failure to meet agreed performance 
standards applying to your position as Position.  
 
As you are aware, we have discussed this matter several times throughout your probationary 
employment. On Date you were given a verbal warning in the presence of witness. Following 
continued unsatisfactory performance, you were issued a written warning on Date. Despite 
the performance counselling process, your performance remains unsatisfactory with regard 
to the following specific performance standards: 
 
 • insert specific performance standard 
 • insert specific performance standard 
 • insert specific performance standard 
 
If you have any questions regarding this matter or your employment generally, please do not 
hesitate to contact me. 
 
In the meantime, we wish you the best with your future career. 
 
 
Yours sincerely, 
 
 
 
 
Name 
Position 

 


	Name

